
Headstart Inventory System Program

Introduction…………………………………………………………………
Welcome to the Headstart Inventory program. This program is
designed for entering inventory data. This program will also allow
transfer of inventory data from the Delegate’s sites to the Department
of Human Services (DHS).

Installation  requirements…………………………………………..
Two diskettes provided by DHS:

1. Diskette labeled : <Delegate Name> Database
Example:  Hartford Database

2. Diskette labeled:  < Delegate Name> Transfer Data
Example:  Hartford Transfer Data

Microsoft Access 2000, or higher.

If Microsoft Access 97 is running on your system instead of
Microsoft Access 2000, please contact the ITS staff at DHS.
We will convert the inventory database to run under Microsoft
Access 97.

Installation…………………………………………………………………..
1. Create a new directory on the  “C”  drive by

a. Click on the  My Computer icon on your desktop.

                                                         



b. Click on the LocalDrive(C:) icon.

c. Select File…New…Folder  from the File menu.

d. Once the new folder is created, right-click the new folder.



e. Select Rename from the drop-down box.

f. Rename the new folder “Inventory Database”.

2. Insert the diskette labeled <Delegate Name> Database in floppy
drive A.

3. Click on the My Computer icon on your desktop.



4. Click on the 3-1/2”  Floppy (A:) icon.

5. Select Edit….Select All  from the File menu

6. Select Edit….Copy to Folder  from the File menu.



7. The  Browse for Folder dialog box will appear.

8. Click  My Computer….Local Drive(C:)…..Inventory Database
from the dialog box.



9. Click the  OK  button to copy the files from drive A:  to  drive C:

10.  Click on the  My Computer icon on your desktop.



11.  Click on the Local Drive(C:) icon.

12.  Click on the  Inventory Database folder.

13.  Highlight the file in the Inventory Database folder. Hold the left
mouse button down, and drag the database file icon to the desktop.
This will create a shortcut to the database file.
Note:  The database file
shown will actually contain
the name of your own
Delegate.



Using the Program…………………………………………………………..
Start the program by clicking on the database icon you placed on the
desktop.  The  opening screen will appear:

There are four buttons at the bottom of the opening screen. Clicking
the first button, “Inventory Data Entry”,  will take you to the data
entry screen.

The second button, “Reports”, allows you to run reports on the
database.

The third button, “Transfer to DHS”, sends data from your site to
DHS.

When you are ready to quit the program, click the fourth button.



Entering inventory data……………………………………………………..
Click the button labeled, “Inventory Data Entry.” This brings up the
Inventory Data Entry form.  There are four buttons on this form.

Add Record button
Click this button after adding data to the fields on the form. Select the
Delegate to make Center information available. Once the Delegate is
selected, clicking on the Center drop down box will allow selection of
a Center.

List of Centers drop down
box..
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4. For a Donated item, enter data in the Disposal Date, and Last
    Value fields.

5. If an item was Stolen, enter data in the Date of Theft, and Date
    Recovered fields.  If it applies, enter data in the Date Recovered
    field.

After data is entered in the fields on the form, to save the record, click
the Add Record button.

This will save the record to the database, clear the form, and a dialog
box will pop up.  The dialog box will ask if you want to use the same
Center for the next record. If there are errors, the record will not be
saved to the database. Correct any data entry errors.
If the form clears, and the dialog box does not appear, you may have
hit the ENTER key on the keyboard. In that case, the record will not
be saved to the database.



View All Records button
What happens if there is a need to edit a  previous record?  Use the
record navigation buttons at the bottom of the form to move back or
forward between records.
However, the navigation buttons only apply to the current day’s
records.  If records were entered a few days ago, they will not appear
as you navigate through the recordset using the navigation buttons.

To see all records in the database, click the View All Records button.
A form will appear with its own set of four buttons.  At the bottom of
this form, a count of all the records in the database is displayed.

Navigation buttons



Clicking the Find button enables a search for groups of records by
specifying criteria in fields. Using the Find function allows
replacement of  data in several records without calling up each record.

Clicking the Delete button marks a record for deletion. A dialog box
will ask if deleting a record  is really what you want to do.
Click OK if you want to delete the record. Click Cancel if you decide
not to delete the record. Use this button with extreme caution to avoid
unnecessary loss of data.



Print  records by clicking the Print button.



When finish editing, or viewing records, click the Close Form button,
 to return to the Inventory Data Entry Form.

Reports button
Clicking this button brings up the Reports screen.



Close Form button
This button will close the Inventory Data Entry form.

The opening screen will appear.

If you exit the Inventory Data Entry form, and decide to enter more
data, keep the following in mind:
Clicking the Inventory Data Entry button will create a new session.
Only the records entered in the new session will be available from the
Inventory Data Entry form.  To view and edit records from  previous
sessions,  click the View All Records button.



Transfer Data………………………………………………………………
Insert the diskette labeled, <Delegate> Transfer Data, in the floppy
disk drive.
Click the Transfer to DHS  button on the opening
screen.



If the wrong diskette is inserted, or no diskette is in the floppy drive, a
warning message will appear. This message will continue to ask for the
correct diskette until the correct disk is inserted.



If the correct disk is inserted, the program will retrieve updated
inventory data from the inventory database. Messages will appear
asking if new records should be appended to the receiving database on
the diskette. The response to the messages is always “Yes”, unless
you decide not to transmit inventory data to DHS.



After the inventory data is transferred to the diskette, a message will
appear saying that the transfer was successful.

Remove the transfer data diskette from the floppy drive. Send the
diskette to DHS.



Exiting the program…………………………………………………………
Clicking the Close button on the opening screen page will close the
program.


